B Working with Grids

Overview

You can export data displayed in an NIS grid so you can work with it in such
popular applications as Microsoft® Excel or Microsoft® Word.

You can specify the range of cells to use when printing or exporting data.

If you are authorized, you can also import information into certain data entry
grids. However, importing can overwrite essential data in NIS. Only a few users
are generally allowed to import data, because of the damage this process can
cause to records in the system.

All NIS windows also have a Print Screen option available if you want to print a
copy of the window to your default printer. You can also use standard Windows
functionality to capture a window and paste it into a document or email. This
might be useful if you want to send an email to Help Desk personnel when
troubleshooting a problem.

This work instruction shows how:

To Export Data From a Grid

To Import Data to a Grid

Steps

Start this work instruction by navigating through the State of Nebraska, Address
Book, then clicking Address Book Inquiry to display the Work with Addresses
search window.

To Export Data From a Grid
1. Click Find to populate the grid.

2. Click Tools.
oo
Address Book Inquiry - Work With Addresses [i

Select Find  Add  Copy Delets Close Row Report Tools |

v & +# B 0 X B B R

f
—————————————— DataBrowser
Alpha Name [ [l oisplay Phone
Search Type iv Vendor DD\sp\ayAddress
Grid Formats

« AutoPopulate

Records 1-10 Send Shortcut Customize Grid
I I Refresh
Address Agency
Humber Defined
|l 500000 ZEP MFG CO ZEF MFG CO APS1
O 400001 WEST HODSOMN LUMBER CO WEST HODSOMN LUMBER CO APB3
O 500002 TRI STATE ENVELOPE CORP TRI STATE ENVELOPE CORP APEE
O 500003 ROCALINC ROCAL INC APE14
|l 500004 TENEAR POLYTECHNOLOGIES INC TEMEAR APE103
|l 500005 PACER PUMPE PACER PUMPS APE108
O 400006 AUBURM LABEL & TAG CO AUBURN LABEL & TAG CO APES109
|l 400008 CORNHUSKER PRIMNTING CO CORMHUSKER PRINTING CO APS1000
|l 400010 TOOL HOUSE OF HEMNKEL & JOYCE TOOL HOUSE OF HENKEL & JOYCE APS1003
O 00012 DIAMOND YOGEL PAINT, LINCOLMN DIAMOND VOGEL PAINT CENTER APS1005
<] I I [>
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3. Click Export Grid Data. The Export Assistance window appears.

& The Export Assistance window can also be accessed via the "Export Grid
Data" button ( on the top left corner of the grid.

PeopleSoft.

Address Book Inguiry - Work With Addresses

Continug Cance| ‘

Export Assistant

Export Options
@) Export To Excel
(& Export to a new Workbook
) Export to an existing Workhook
© Bxport To Word
() Export To Comma Separated Values (GCEV)

efine Cell Range

Export All
Click Continue to export all rows and all columns.

4. Choose the appropriate Export Options.

ﬁ In this example, we will Export to a new Workbook in Excel.

5. Under Define Cell Range, either leave the checkmark next to Export All to
export the entire grid to excel, or uncheck the box to define the cell range.

Pl

(2 EXpon 1o vvora ‘

]

() Export To Comma Separated Yalues (C5V)

Define Cell Range

[ ExportAll
Col Row
Starting Cell Reset Selection
Ending Cell
Select the starting cell on the grid.
Records 1-10
P 7 W "
Humber Defined Hame Hame Address Class
1 400000 ZEP MFG CO ZEP MFG CO APS1
2 500001 WEST HODSON LUMBER CO WEST HODSOM LUMBER CO APE3 =
3 500002 TRI STATE ENYELOPE CORP TRI STATE EMVELOPE CORP APSE
a4 400002 ROCAL INC ROGCALING APST4
5 500004 TEMEAR POLYTECHNOLOGIES INC TENSAR APS103
| & 500005 PACER PUMPS PACER PUMPS APS108
T 400006 AUBURN LABEL & TAG CO AUBURM LABEL & TAG CO APS109
8 400008 CORNHUSKER PRINTING CO CORMHUSKER PRINTING CO ARS1000
9 400010 TOOL HOUSE OF HEMKEL &.JOYCE TOOL HOUSE OF HENKEL & JOYCE APS1003
10 400012 DIAMOND YOGEL PAINT, LIMCGOLRN DIAMOND WOGEL PAINT CEMNTER APS1005
& M | > z

6. Click cell Al to define it as the starting cell of the cell range.
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() EXpOIT |0 viorg

() Export To Comma Separated Values (C3V) ‘

Define Cell Range

[ ExportAll
Col
Starting Cell:
Ending Cell

Select the ending cell on the grid.

Reset Selection

Records 1- 10

2 500001
3 500002
4 500003
5 400004
& A00005
T A00006
& A00008
9 A00010
10 A00012

Alpha
Name

ZEP MFG GO

WESTHODSON LUMBER CQ

TRI STATE ENVELOPE CORP
ROCAL INC

TEMNSAR POLYTECHNOLOGIES INC
PACER PUMPS

AUBURM LABEL & TAG CO
CORNHUEBKER PRINTING GO
TOOL HOUSE OF HEMKEL & JOYCE
DIAMOMND WOGEL PAINT, LINCOLN

I R

Address Agency [
Humber Defined Hame
O T

ZEP MFG CO

WEST HODSON LUMBER CO

TRI STATE ENYELOPE CORP
ROCAL INC

TEMNSAR

PACER PUMPS

AUBURN LABEL & TAG CO
CORNHUSKER PRINTING CO
TOOL HOUSE OF HENKEL & JOYCE
DIAMOND VOGEL PAINT CENTER

Long dustry
Address ass

oo,

@

APS1
APS3
APSE
APS14
APS103
APE108
APE108
APE1000
APE1003
APE1005

7. Click cell 10F to define it as the ending cell of the cell range.

oo,

() oI | o vorg ]
() Export To Comma Separated Values (C5V) ‘
Define Cell Range
[] Export All
Caol Row
Starting Cell. 4 1 Reset Selection
Ending Cell: F 10
Click Continue to export the data or click Reset Selection to start over.
Records 1-10
- )
Address Agency Alpha Mailing Long Industry
Humber Defined Hame: Hame Address Class
1 0 ZEP MFG CO ZEP MFG CO APS1
2 500001 WESTHODSON LUMBER CO WEST HODSON LUMBER CO APS3 Ei
3 500002 TRISTATE ENVELOPE CORF TRI STATE ENVELOPE CORP APSE
4 500003 ROCAL INC ROCAL INC APS14
5 500004 TEMNSAR POLYTECHNOLOGIES INC TEMNSAR APS103
3 500005 PACER PUMPS PACER PUMPS APS108
T 500006 AUBURN LABEL & TAG CO AUBURN LABEL & TAG CO APS108
8 500008 CORNHUSKER PRINTING CO CORNHUSKER FRINTING CO APS1000
9 500010 TOOL HOUSE OF HENKEL & JOYCE TOOL HOUSE OF HENKEL & JOYCE APS1003
10 500012 DIAMOND VOGEL PAINT, LINCOLN DIAMOND YOGEL PAINT CENTER APS1005 [
8. Click Continue to start Excel and display the exported data.
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L@ Microsoft Excel - Book1
Il—ﬂ File Edit ‘Wiew Insert Format  Tools  Data  Window  Help  Adobe PDF
HRNEA" REREIR= RN AN NS 4 ¥W-H
P{g) ) ) ) G A | 1] = @ ]

il SN

L2 - #& S00000
A | e | ¢ | o | E | F | G

1 |Address NAgency D Alpha HaiMailing N Long Add Industry Class

2 00000 fEP MFG ZEP MFG APS1

3 5000071 WEST HOWWEST HO APS3

4 500002 TRI STATETREI STATE APSE

o 500003 ROCAL M ROCAL IN APS14

5] 500004 TEMSAR FTEMSZAR APS103

7 500005 FACER PILPACER PLAPS103

3 500005 AUBURM [ALUBURM | APS109

) 00008 CORMNHLUE CORMHUE APS1000

10 00010 TOOL HOLTOOL HOLAPS1003

11 00012 DIARMOMND DIAMOND AP S1005 1

12

9. Save your file on your personal network drive.

Ay To back up your data, save your files to your PC's hard drive too.

10. Hold down the Alt + Tab on the keyboard to toggle back to NIS and verify
that the data copied as desired.

To Import Data to a Grid

You can only import data to grids that allow you to select a single cell.
Microsoft® Excel is the only application from which you can import.

ﬁ The Work with Addresses program does not support imports, so we will
switch our example to the Work with Journal Entries program. If you do not
work with quantitative programs, skip this task.
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Further, we created a sample file, named NIS_import_test.xls, to import from
Excel. The operative worksheet is named Test_Data.

@ Microsoft Excel - MIS_import_test

@_] Fil= Edit ‘“iew Insert Format  Tools

ARNE=N" RERENN= REN AN

gl ey g ) @y A o e TS

TR
A2

h A Ba0100017 56330
A, B C
1 |Account Numher |Debit Amount
2 [B5010001.563300 ||<: 10
3 |Ra010001.563300 10
4 |B5010001.563300 10
5 65010001 563300 10
B |BS010001.563300 10
7 |B5010001.563300 | -50
5 &
=,

1. Start this optional exercise by creating an Excel spreadsheet using the

values, formats, and naming conventions shown above.

TiiN Be sure that the cells are formatted for general numbers. If you format them

to display $ signs, for example, the values might not export cleanly to NIS.

2. Navigate through the Accounting — Agencies, Manage Journal Entries, and

Enter Manual Journal Entries menus, then click Journal Entries with
Debit/Credit Format to display the Work With Journal Entries program.

3. Click Add.

| PeopleSoft. e

Journal Entries with Debit/Credit Format - Journal Entry

@
OK  Delete Cancel Form Row Took

B 0 X O 8 B ‘

‘ Bateh Nurnber |60t 102 CInmodel CPercent COReverse

Doc Type/No/Ca || GIL Date |

£ — —
Explanation * Ledger Type Im [

Records 1-1

|:|E Account Humber *
A

<] m

Cus | B =

Debit Credit Account Subledger | Subleder Subledger A
Amount Amount Description Type Deseription
| [

Remaining Amount [

4. Atthe Journal Entry window, type Test in the Explanation field.
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5. Click Tools.

PeopleSoft.

Journal Entries with Debit/Credit Format - Journal Entry il
OK  Delete Cancel Eorm  Row  Tools
B O X 2 &
Batch Number |50 Data Browser [IMadel [CIPercent [ Reverse
Dot Type/NoiCo Export Grid Data GIL Date
Import Grid Data
Explanation * [ ——— Ledger Type A
Grid Farmats
» AutoPopulate
Send Shorcut

Records 1-1 RefEsy o & G
Account Humber * Debit Credit Account Subledger Subleder Subledger B
L] Amount Amount Description Type Description
@ I [ [ [ [
| 3

F3] il

[
Remaining Amaount

6. Click Import Grid Data. The Import Assistant window appears.

Pl e

WJournal Entries with Debit/Credit Format - Journal Entry
Continue Cance|
B X

Import Assistant

After specifying import options and defining the cell range, click Preview and then click Continue to impart the data

Import Options
(& ImportFram Excel
Excel file: Browse...

Worksheet name: |Sheetl
(3 ImportFrom Comma Separated Values (C5V)

Define Cell Range

" size=h

Cal Row
Starting Call [
Ending Cell.
Preview

[ e e ' 0 FF f6

Account Humber Debit Credit Account Subledger Subleder Subledger Rer]|
Amount Amount Description Type Description

<] I )

7. At the Import from Excel Assistant window, click Import from Excel and
complete the following:

o Excel file— Enter the file path and filename NIS_import_test.xls from

which you are importing information.

& Although you can type the file name manually, clicking Browse and
navigating to the file through your directories will probably be easier.

o Worksheet name — Type Test_Data.

e Therange of cells to import

Starting Cell: Type A in the Col field and 2 in the Row field.
Ending Cell: Type B in the Col field and 7 in the Row field.

&

In this example, the data is contained in the range A2:B7. It was

important to exclude cells A1 and B1, which contained column
headings, not data.

8. Click Preview to bring the information from Excel into the grid below.
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PeopleSoft.

=2

npart Options I
& Impost Fram Excol
Extal file: H L incl s bIE g _fos| DI”&I
Warkshim| narne. Tes|_Dat
(7 Impodt From Commia Separated Values (C6V)

Define Coll Rarage
" szet

Col _ Row
Slaing Coll 2
Erfing Cull |2 7

I—I'—li i

Sublodpar | Sublsder
Iype

Bescription

9. Hold down Alt + Tab on the keyboard to toggle to Excel and verify that the
proper file, worksheet and range are displayed; click Continue

TiiN Locked cells do not accept imported data.

10. Click Xl in the upper-right corner of the Excel window to close the source file
and display the populated grid in the Import from Excel Assistant window.

11. Click Continue to display the imported data in the Journal Entry window's

grid.
Beople oL,
Journal Entries with Debit/Credit Format - Journal Entry i

OK Delete Cancel Form Row Tools

B 0 X B #H &

Batch Mumber 01102 [Cmodel [CIrercent [IReverse
Dac Typeito/Co [ 10000 GIL Date 11428/2005
Explanation * [Test Ledger Type At

Records 1-7 id
’7’7 Account Humber * Debit Credit Account Subledger | Subleder Subledger
Amount Amount Description Type Description
65010001.562300 10.00 DEPR-COMP. HARDWARE
D 5010001.563300 10.00 DEPR-COMP. HARDWARE
(] 65010001.563300 10.00 DEPR-COMP. HARDWARE
dl §5010001.563300 10.00 DEPR-COMP. HARDWARE
[l 65010001.563300 10.00 DEPR-COMP. HARDWARE
12. Click OK.

13. Click Cancel to return to the Work with Journal Entries search window.
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